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GUIDE FOR RECORDS OFFICERS 


1. In order to keep our collection meaningful end manageable, 

constant review and purging is necessary. However, no document may 
be destroyed unless a Records Officer baa adjudged its relevancy to 
the CS mission. Although the R. O* !**re ftw . 

this activity, every CS employee has 'ft part in 

C'<d must be mindful of Mb or her daily responsibilities in records 
handling and management. * ’ 

2. Every government and private aeyrsi£*v*,ft*cb ( 

person tends to accumulate and st«r« documents* 

item* are not periodically examined a&d the useless ftafes-' rsfaUked, 
they increase in number ynd , beconte u a pj a i i^^ 
tion and every person must carfy 

selection and purge of useless items* howa^et; mdat^ WcbJI%tlvS and 
businesslike. 1 • G\ ; ? ; ■ 

A. Wbat Records Cannot Be De stroyed i 


L Before we can select documents for destruction, we must have 25X1A 

a clear understanding of the type of materials which we must retain. 

* 



b. Similarly* we must retain records about our own operational 


activities and personnel. ■* : 

c. Often* we are r iitriiitid-'tfltjfriirtVfMiii ifilTTI^M" : 
intelligence material of other 0. ^intelligence organisations. 
If such papers are relevant to the CS mission they. Should be 
retained because we have the responsibility for the maintenance 
of a central foreign counter-intelligence repository. 

r • • " 
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d. At times we have the opportunity to exploit or 
possession of specialised collections of documents. These papers 
must be examined; those which further our mission should be se- 
lectively incorporated into our holdings. 

e. Certain other documents, including overt publications, 

will contain data about intelligence-acti^iica, aaci-.pe r s<^n'iliStid 
about persons and organisations ihlmlcijJHo fhl- 11 anddts • 
interest, not available from other sources. This type ofiuforma- 
tion is vital to the conduct of our activities and must be kept In 
our collection. :$>; i 


B. Th e Records System « Some Comapt l^sandnykls^h^ii vk:t; ' • ■ 

. 1. B e cause S ths : JlSfiord‘S f 'vOffi.ce r ' 
and hi s • authority* it is incumbent on ifealW : tb 
document, enclosure, and attachment 4s readandcompet^ 

\ before he nutfe^n«edeetmti»a?ors#di«A^^,‘5#®^ d* Off k|A 
/-other CS personnel have nbtfuliy understood 1 ^ iixi^licktibli'Of iertai 
phases and procedures of the recorder syjstfiitt* 

a. "Microfilmed 1 'Documents ^ /Sf^S®s ;: /;.:|k 


oK / 

u r 

P 


a. "Mier oiiimecT TPocum en ts T-.:. : u,43u. 

ini .n . - .i&dr ■ j 

When reviewing^I*€um©nf^ hiV*/ ‘ 

observed a notation -tbat the doc unrest was micjrofilmed. Jf%M6* e - y 
fore,- they have assumed that the informAtlon-ti 
able and, hence, the document canbe destroyed. Such isnottfre 
case. Authorisation to destroy a "Microfilmed" document results 
in the destruction of all index cards leading to the document. 


b. "Attachments: and Enclosuresf ; 




When reviewing documents* *R< 0. * s ; have sometijrSbu 
destroyed transmittal dispatches without reviewing the attachments 
which had originally arrived with the dispatches in que#t|i9%u Such 
destruction could result in the lost* c# nil' jssotinlski^er^ 
attachment which might well be of, CJS, interest. * TherOfotK'if 
attachments and enclosures should bd* t^tdewbd tdg«tli%r.Witlt ttrtd"? 
transmittal dispatch and allthe:mbteris^^p^^j^^i§%: , 
one time for retention or destructllMifcl 


" *, J •’ t ir I if. 
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i- 


infimty Symb ol on Index Car d a 


The Infinity Symbol appearing as the final entry on an 
index card is an aid to name tracers because it signifies that all 
pertinent information on the person carded has been extracted 
from the document. This fact alone does not warrant destruction 
of the document which could have others valuable data and which, 
if destroyed* could result in the inad yayiM ^.^egtru<^m-.-of «jiiat 
index card and possibly of other index cards* Records (^Scisrt, 
therefore, should judge documents for retention or destruction 
on their entire content and not on indexing that might have been 
done. :i -T 


d. ’Disseminated" Document 


ill 


if mm 


The fact that the content of a 06 f 
"dls seminated” is not, in itself* aval 

of the CS document. The R, O. must be csrtafo that names of 
CS value are indexed and that information of .. ' . *, 

retrievable. •_ " \* “ 

" j ■■■ : 1 ' : ■ ■' 1 ■ ‘ 

e. Overt Material 






JSik'j,; 


A document consisting of infoJaSDatioi^obtained fmri overt 
sources or materials should not be destroyed for that rSMKra only. 
Unique, valuable Cl information msy Ooibi fitlait 
A name check in the Main Index will hot yieldifci* information un- 
less it has been recorded there. 


f. “Old Information" 


1 V *h ' 


No document should be destroyed because it ft "old" or , 
because it contains "old information,** Similarly, the deSlh of . 
an agent does ik justify destruction o£ information about the 
agent 1 e past ecu .ities. The significance :of itfee per- 

tinence to CS are the only factors bhlfcjs idhsmhJ governed* )t#uction^ 

or retention. * - ' > ; 

" ' , * rt ■ « . 1 ,., . , 

8- S E «daljer^W ^ „ . 

In addition to fUD’s Main Index, we have several special 
or auxiliary indices. For example, RID/ Archives .Itli.. |^iiu|ex 
comprised of cards referring to namd* 
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h. CS Copy and Extra Copy * ‘ 

» 

Occasionally, when reviewing a file for destruction,, 
R. O. ’a or others may come upon a copy of 
not been stamped "CS Copy" but 
interest. In the absence of ‘ 


Co Copy, the document should be retained even 
could possibly result in duplication. ; « 

i. Coordination 1 • ‘ 




A document which is of no value, to one desk may be of 
critical importance to another. Mo R. O. may assume that a 
document contains nothing of value to another CS component, 
if information pertinent to another component -i 
the paper. Therefore, coordination vritiS Ail inf 
components must be carried out before materia] 
or de -indexed. Failure to coordinate has been 
mon tailing in the destruction process. 


j* locating "los t Documents" 


Frequently in a name trace, th^copy-flo sh^etwil) 
carry a notation such as: "Document cannot be located 1 ' 
"Document not in RID/Files. " ^thoidsatlfenfehouM 
granted for the removal of an index 
meat which cannot be locj^ed^ 

k. Destructi on of- Entire Filespor,; 

In the past some operational- documAii** - wer e ^ 
ly classified into administrative. file' categories, y-*&i«iil4)$y,, 
ministrative documents and other papers 


ILLEGIB 
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c. It is preferred that a reply which pertains to the subject 
of a 201 file be placed in that file even if the reply does not other 
wise meet current retention criteria. 

3. Predecessor Agency Documents 

Predecessor agency materials (sycb as OSS records) ^re 
not destroyed. They may be indexed, de -indexed, or re -Indexed 
if appropriate. The R. O, f or their purppses^ should forward the 
materials to Room 2615 L BdllMng* 


r . i-J 
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